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Note: Only CAIS users with Administrative Rights (Admin rights) can add CAIS users. 
 

1) To add a CAIS user, log onto CAIS and select “Setup & Maintenance.” 

 
2) On the Setup & Maintenance page: 

A) Select “User Management.” 

 
 
3. On the Manage Users page: 

A) Select “Add New User.”  
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4. On the Add New User page:  

A) Select an LEA from the drop-down menu. 
B) Complete the First Name* field  
C) Complete the Last Name* field  
D) Complete the Email* field 
E) Complete Fields for the Phone, Position, and Department 
F) When the fields are complete, select “Create Account.” This will generate an 

e-mail invitation to the new user to log onto CAIS. 
Note: “*”These are required fields. 
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